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Step-by-step guide

Registering as a User | Parent

Before you begin, have the following at hand to make the process easier:

•	 Pen and paper to record your password for safekeeping

•	 Cellphone number

•	 e-mail address

•	 Your ID

•	 Scanned certified documents (labelled according to each document):

	� The last official school Report Card | Results of the learner, for learners 
who have been to school

	� ID | Birth certificate | passport of the learner; OR  
Study permit (foreign learners); OR  
Proof of application (study permit) or police affidavit

	� Immunisation card (Road to Health Chart) for Primary Schools only
	� Proof of residence

 •	 Go to Google and type in WCED.

•	 Click on Western Cape Education Department.

 •	 Select 2023/24 Admissions.

https://wcedonline.westerncape.gov.za
https://wcedonline.westerncape.gov.za/admissions-202324
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 •	 Click Apply online; to start the process. 

 •	 Click on GR1 and GR8 Applications button.

 •	 To register yourself as a user click on Sign Up. 
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 •	 Complete ALL the fields*.

•	 Please use your ID as your username.

•	 IMPORTANT: Ensure that your contact details (e-mail and cellphone number)  
are correct.

Use your ID as a username.

•	 Click Create Account. 
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•	 Error: An error message will be displayed if you’ve omitted any information.

•	 You will immediately receive a SMS confirming your registration on the WCG site.

 •	 Read carefully through the Terms and Conditions.

•	 This section provides you with important information regarding the application 
process incl. important dates.

•	 NB Point 3: ensure that all information is correct.

•	 NB Point 8 and 9: Applications on the system are limited to Grade 1, Grade 8 and 
parents applying in cases where the learner has reached the highest grade. 

•	 Please upload certified copies of ALL documentation when completing each 
application.
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•	 Click on Please accept the Terms of Conditions.

•	 Click on Next to capture the Parents profiles.
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 •	 Capture the Primary Parent’s profile.

•	 Complete ALL the fields.
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 •	 To capture the Secondary Parent’s profile (Optional). Complete ALL the fields.

 
This is the end of the first part of the registration process.

•	 Click on Next to load the Learner’s profile.
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Step-by-step guide

How to apply to schools | Learner Profile

Before you begin, have the following at hand to make the process easier:

•	 Your ID and password

•	 Cellphone number and e-mail address

•	 Alternative person with contact details in the event that you are not available.

•	 CEMIS number of learner(s); or any other specified identification number.

•	 Scanned certified documents (labelled according to each document):

	� The last official school Report Card | Results of the learner, for learners 
who have been to school

	� ID | Birth certificate | passport of the learner; OR  
Study permit (foreign learners); OR  
Proof of application (study permit) or police affidavit

	� Immunisation card (Road to Health Chart) for Primary Schools only
	� Proof of residence

 •	 If the learner is undocumented – no birth certificate, passport, ID or permit - you 
will not be able to proceed beyond this point. 

•	 Kindly contact your District office, or your nearest school, and they will capture the 
application for you.

 Learner Profile

•	 Indicate if the learner is applying for the first time to a school in the Western Cape. 

•	 Click Next. 
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 •	 Enter the CEMIS number; or any other number specified.

•	 Click on Next.

•	 The learner’s information will automatically load.

•	 Click on Next.

DOE

2010-06-07

GR7

 Required Grade

•	 Select the grade for which you are applying.

•	 Complete all the fields required.

•	 Click on Next.
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 School Programmes | Sport | Leadership Role(s)

•	 Indicate if your child participates in any of these sporting and cultural programmes 
and holds leadership positions.

•	 Click on NEXT.

 Select Schools

•	 Read the criteria before selecting schools.

•	 Using the dropdown list select the school. Apply to at least 3 schools.

•	 Alternatively type in the first few characters of the school to jump to the school on 
the dropdown list.

•	 Cick on Next.

•	 Please note that if a school’s name does not appear in the dropdown menu, one of 
the following is the reason:  

	� the learner is currently attending that school,
	� the school does not offer the required grade, or
	� the school does not offer your selected subjects. In this case you either have to 

change your subject choice or select another school.  
Go to WCED Find a School to see which schools offer your selected subjects.

https://wcedemis.westerncape.gov.za/wced/findaschool.html
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 School Preference (order of preference)

•	 Use the summary of selected schools to arrange them in your order of preference:  
	� place your cursor in the first column, hold down your mouse button,  

move your choices according to your preference, where 1 (the school at the top 
of the list) is your first choice and the school at the bottom is your last choice. 

•	 Click on NEXT.

•	 Indicate if you are applying for more than one learner at the school. 

•	 Indicate If the learner for whom you are applying has a sibling at that school.

•	 Click on NEXT.

To Add a Sibling

•	 Enter CEMIS number of sibling. Click on NEXT.

 Upload certified copies of learner’s documents

•	 Select the slider for each document and upload the certified copy by clicking Add; 
select the file on your computer.

•	 Repeat the process for each document.

•	 HINT: Ensure that the file name and document type correspond, e.g.  
Birth certificate of the learner >>> File name: Birth Cert

•	 Regarding certifying your documents: Seeing that you have to submit certified 
hard copies to the school where your child will be attending within seven days of 
confirming placement, it is advisable that you certify them before you apply.  

•	 Documents must be certified by a commissioner of oaths. Your local police station 
can assist. 

•	 Click on NEXT.
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 Application Summary

•	 Please REVIEW and CHECK the details BEFORE you submit the application. Once 
you click on SUBMIT you will not be able to change certain information and choices. 

•	 Once satisfied, TICK the Declaration and Submit. 

 Confirmation of Submission

•	 Read the onscreen confirmation. 

•	 Use the learner’s CEMIS number as a reference for all queries.

•	 Congratulations – you have now applied for a school for your child.

•	 Print a copy of your application. 

•	 Submit this printout of the application, together with certified hardcopies of the 
supporting documents, within seven days of confirming placement  
(29 May – 19 June 2023).
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 Track your Application

•	 This allows you to:

	� See the progress of your application(s) and edit your application;
	� Add another learner; and
	� Add a transfer application

Track Application

•	 To edit information (your details and some of the learner’s details.

•	 Click on Track Application.

•	 Click on Update Application to edit the information.

•	 Editing is only possible during the application period: 13 March – 14 April 2023.

 IMPORTANT DATES

Admission Application period: 13 March – 14 April 2023

•	 During this period you can ONLY withdraw an application and add or remove 
siblings.

•	 Applications close on 14 April 2023. Once you click SUBMIT at the end you will not 
be able to change the learner details or the selected schools. You may choose to 
SAVE and RETURN to the application, but you must click SUBMIT before 14 April 
2023.

 Confirmation of acceptance of school period: 29 May – 19 June 2023

•	 Parents must confirm acceptance of the placements at schools between  
29 May – 19 June 2023 on the online admissions system. 
Login using your ID and password.

•	 In the case that the learner is accepted at more than one school and you, the 
parent/guardian, has not indicated your final decision and confirmed by  
19 June 2023, the first school where the application was successful, as ranked by 
you, will be activated automatically.  
 
All other successful applications will be removed in order to resolve learners 
blocking places at schools.

•	 After 19 June 2023, parents/guardians then only have three days to accept a place 
if they are offered one at a school.

•	 In the case that all the applications have been unsuccessful, and the learner/s  
has/have not been accepted at any school where they have applied, the WCED may 
be contacted to assist parents to find an available place.
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 Submission of certified documents to the school:

•	 Certified copies of supporting documents must only be submitted to the school 
once the learner has been accepted.

•	 These certified hard copies must be submitted to the school where the learner will 
be attending within seven days of the parent confirming the place at the school.


